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SORT RECORDS 


You can change the 
order of records in a 
table, form or in the 
results of a query. 
Sorting records 
can help you find, 
organize and 
analyze data. 



SORT RECORDS 
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~ Outdoor Sporting Go... ® Payments : Table 


SORT BY ONE FIELD 

D Click anywhere in 
the field you want to 
use to sort the records. 


Click one of the 
following buttons. 

Sort A to Z, 1 to 9 
Sort Z to A, 9 to 1 



The records appear 
in the new order. In this 
example, the records 
are sorted by payment 
amount. 
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Tip 


How do I remove a sort 
from my records? 

After sorting records, 
you can return your 
records to the original 
sort order at any time. 


Ufcmqrr Ipnpp 


H I jar 


** » 1 

AppJvrfcti/'kri 

It 

D'dr^ fid l.ii k Tdhlfr 


10 Csnfi 5*1*1 N 

[ t:. ^ ] 

4 If" 

SOtfirWbfW 1 




ril 'JNkSSibtr 


3 SpMlfi SuPff SN 

Ptfrtdi 


5 Cuhptfg fa-pM 



IfTotti Sforf 



Click Records. 

E3 Click Remove 
Filter/Sort. 


Note: If you rearranged fields to 
sort your records by two fields, 
removing a sort will not return the 
fields to their original locations. 



SO R T BY TWO FIELDS 


k 


Position the mouse 



P* Outdoor Sporting Go... 


□ Click one of the 


Payments: Table 12:00 PM 


The records appear 


liD Place the fields you want 
to use to sort the records 
side by side and in the order 
you want to perform the sort. 
Access will sort the leftmost 
field first. To rearrange 
fields, see page 45. 


over the name of the 
first field you want to 
use to sort the records 
(j changes to ^). Then 
drag the mouse J. until 
you highlight the second 
field. 


following buttons. 

Sort A to Z, 1 to 9 
Sort Z to A, 9 to 1 


in the new order. In this 
example, the records are 
sorted by payment method. 
All records with the same 
payment method are also 
sorted by payment amount 
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FIND DATA 



You can search for 
data of interest in 
a table, form or 
in the results of 
a query. 


FIND DATA 



— KU Click anywhere in 
the field that contains 
the data you want to find. 


0 Click to find the 
data. 


The Find and Replace 
dialog box appears. 



data, click this area. 


ways you can search for data, 
see the top of page 179. 
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Tip 


How can I search for data in a field? 



Find C% 
Data O 


V 


Smith 


Smithson 


Macsmith 



A 

Smith 

\ 

r 

Smithson 


f— 

Ma^nitb 

f 
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Any Part of Field 

Finds data anywhere in a field. 
For example, a search for 

smith finds Smith, Smithson 
and Macsmith. 


Whole Field 

Finds data that exactly matches 
the data you specify. For example, 
a search for smith finds Smith, 
but not Smithson or Macsmith. 


Start of Field 

Finds data only at the beginning 
of a field. For example, a search 

for smith finds Smith and 
Smithson, but not Macsmith. 
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Outdoor Sporting Go... 


Q Click Find Next 
to start the search. 

■ Access highlights 
the first instance of 
matching data in the 
field. 


Mailing List: Table 
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If the Find and Replace 
dialog box covers the 
highlighted data, position 
the mouse over the 
title bar and then drag the 
dialog box to a new location. 

L -Q Click Find Next to 
find the next instance of 
matching data in the field. 
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Outdoor Sporting Go... 


Mailing List :Table 


12:00 PM 


Q Repeat step 7 until a 
dialog box appears, telling 
you the search is complete. 

□ Click OK to close the 
dialog box. 


^ To close the Find 
and Replace dialog 
box, click Cancel. 
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REPLACE DATA 


You can find and 
replace data in a 
table, form or in 
the results of a 
query. The Replace 
feature is useful 
when you want 
to make the same 
change to many 
records. 


Address ID 

First Name 

1 

Jack 

2 

Lisa 


V 

Daniel 




r 

\Josh 

XT. 

Julie 


Last Name 

Address 

City 

Adams 

258 Linton Ave. 

New York 


150 Tree Lane—- 

Bosten 

! Lewis 

68 Cracker Ave. 

San Francisco 

Miller 47 Crosby Ave. 

Bosten 

' Price’ 

26 Arnold Cres. 

Jacksonville 


State/Province Postal Code 


10010 

-02117 


Young 

Nelson 

Browi 


Bosten 


Boston 


REPLACE DATA 



D Click anywhere in 
the field that contains 
the data you want to 
replace with new data. 

“E3 Click 


The Find and Replace 
dialog box appears. 

□ Click the Replace tab. 

Type the data you 
want to replace with new 
data. 


► 



ES 


Click this area and 
type the new data. 


This area indicates 
how Access will search 
for the data. You can 
click this area to change 
how Access will search 
for the data. 


Note: For information on the 
ways you can search for data, 
see the top of page 179. 

~E] Click Find Next to 
start the search. 


180 






























































































How do I move the Find and Replace 
dialog box? 



How can the Replace feature help me 
quickly enter data? 


To move the Find and Replace dialog box 
so you can clearly view the data in your 
table, form or query, position the mouse 
over the title bar of the dialog box and then 
drag the dialog box to a new location. 


You can type a short form of a word 
or phrase, such as MA, when entering 
data in a field. You can then use the 
Replace feature to replace the short 
form with the full word or phrase, such 
as Massachusetts. 
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Access highlights the 
first instance of matching 
data in the field. 

L Q Click one of the 
following options. 


Find Next - Skip the data 
and find the next instance 
of matching data in the field. 

Replace - Replace the data. 

Replace All - Replace the 
data and all other instances 
of matching data in the field. 


Note: If you select Replace All, 
a dialog box will appear. Click 
Yes to continue. 



■ In this example, Access 
replaces the data and 
searches for the next 
instance of matching data 
in the field. 


i 


Click OK to close the 
dialog box. 


^ To close the Find and 
Replace dialog box, click 

Cancel. 


Q Repeat step 7 until a 
dialog box appears, telling 
you the search is complete. 
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FILTER BY SELECTION 


FILTER BY SELECTION 




e \es 






\psl _ 

_ a aas&—' 

fnste* 


Jeff Thomas 
14 Memory Lane 
Burbank, CA 
91504 


For example, you 
can filter records 


to display only 
the records for 


customers who 


live in California. 


You can filter 
records in a table, 
form or in the 
results of a query 
to display only 
the records that 
contain data of 
interest. Filtering 
records can help 
you review and 
analyze information 
in your database. 
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Employees:Table 


D Click the data you want 
to use to filter the records. 
Access will display only the 
records that contain exactly 
the same data. 


Note: You can select data to 
change the way Access filters 
records. For more information, 
see the top of page 183. 



■ Access displays only 
the records that contain 
the same data. All other 
records are temporarily 
hidden. 


In this example, Access 
displays only the employees 
in the Sales department. 
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Tip 

* 


How can I change the way Access filters records? 

You can select data to change the way Access 
filters records. To select data, see page 55. 





J 






SMITH 

♦ SMITH 

1 
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TH 

t SMITHSON 
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roi\B 
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* SONY 
SMITHSON 
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Exact Match 

If you do not select any data, 
Access will only find data that 
matches exactly. For example, 

Smith finds only Smith. 


First Characters 

If you select part of a word, 
starting with the first character, 
Access will find data that starts 
with the same characters. For 
example, Smith finds Smithson 
and Smiley. 


Any Characters 

If you select part of a word, 
starting after the first character, 
Access will find any data that 
contains the selected characters. 
For example, Ronsonville finds 
Sony and Smithson. 
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A Tribute Electronics :... ® Employees :Table 




L ~B The word Filtered 
appears in this area to 
indicate that you are 
viewing filtered records. 


To further filter 
the records, you can 
repeat steps 1 and 2 . 


“0 When you finish 
reviewing the filtered 
records, click to 
once again display 
all the records. 


































































FILTER BY INPUT 


You can filter records 
in a table, form or in 
the results of a query 
by entering criteria. 
Criteria are conditions 
that identify which 
records you want to 
display. 


For example, you can 
enter criteria to display 
only the records for 
customers who made 
purchases of more 
than $500. 



FILTER BY INPUT 
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— il] Right-click anywhere 
in the field you want to 
use to filter the records. 
A menu appears. 


B Click the area beside 

Filter For:. 

El Type the criteria you 
want to use to filter the 
records. Then press the 

Enter key. 


► 


184 


Note: For examples of criteria 
you can use, see page 187. 
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Tribute Electronics:, 


■ Order Details : Table 



12:00 PM 


■ Access displays only 
the records that meet 
the criteria you specified. 
All other records are 
temporarily hidden. 

■ In this example, Access 
displays orders over $300. 


The word Filtered 
appears in this area to 
indicate that you are 
viewing filtered records. 

Q When you finish 
reviewing the filtered 
records, click to 
once again display 
all the records. 















































































































FILTER BY EXCLUSION 


Find Q 
Data O 


You can filter 
records in a table, 
form or in the 
results of a query 
to hide records 
that do not contain 
data of interest. 



For example, 
you can filter 
records to hide 
the records 
for all books 
published 
in 2001. 
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Tribute Electronics :■ Employees :Table 


Tribute Electronics :... ■ Employees :Table 


Right-click the data 
you want to use to filter 
the records. Access will 
hide all the records that 
contain exactly the same 
data. 

A menu appears. 


L 


Q Click Filter Excluding 
Selection. 


I Access temporarily hides 
the records that contain the 
data you specified. 

In this example, Access 
hides the employees in the 
Sales department. 

The word Filtered appears 
in this area to indicate that you 
are viewing filtered records. 


■ To further filter the 
records, you can repeat 
steps 1 and 2 . 

When you finish 
reviewing the filtered 
records, click to 
once again display all 
the records. 











































































FILTER BY FORM 


You can use 
the Filter by 
Form feature 
to find and 
display records 
of interest in a 
table, form or 
in the results 
of a query. 



When you filter by 
form, you need to 
specify the criteria 
that records must 
meet to appear in 
the results. For 
example, you can 
specify criteria 
to display only 
the records for 
customers who 
purchased less 
than $500 of your 
products. 


FILTER BY FORM USING ONE CRITERIA 



ill Click to filter 
your records by form. 


■ The Filter by Form 
window appears. 



Nfi Hi TfT- iftw I 



iS area displays the 
field names from your 
table, form or query 
results. 


L 


To clear any information 
used for your last filter, 
click 


186 
















































































































Tip 


Tip 

*9 


What criteria can I use to filter records? 

Here are some examples of criteria you can 
use to filter records. For more examples, 
see page 214. 



Criteria 

Description 

<100 

Less than 100 

>100 

Greater than 100 

=Texas 

Matches Texas 

Between 100 and 200 

Between 100 and 200 

Like Mar* 

Starts with “Mar” 

Like *mar* 

Contains “mar” 


1 


Is there another way to enter the criteria 
I want to use to filter records? 

Yes. To enter criteria, you can perform 
steps 1 to 3 below and then click the 
arrow ( ) that appears in the area. A list 

of all the values in the field appears. 

Click the value you want to use to filter 
the records. 





L0 Click the blank area 
for the field you want to 
use to filter the records. 


□ 


Type the criteria to 
specify which records 
you want to find. 


■ Access displays only 
the records that meet the 
criteria you specified. 


The word Filtered appears 
in this area to indicate that you 
are viewing filtered records. 


Note: If a list appears, press 
the Esc key to hide the list. 


Note: For examples of criteria 
you can use, see the top of 
this page. 

“0 Click to filter the 
records. 


In this example, Access 
displays employees who 
earn more than $60,000. 


L 0 When you finish reviewing 
the filtered records, click p to 
once again display all the 
records. 



































































FILTER BY FORM 


When using the 
Filter by Form 
feature, you can 
use multiple 
criteria to filter 
your records. 
Access will find 
and display 
records that 
meet the criteria 
you specify. 



Criteria are conditions 
that identify which 
records you want to 
appear in the results. 
For example, you 
can specify criteria 
to display customers 
living in California who 
purchased more than 
$500 of your products. 
For examples of 
criteria, see page 214. 


FILTER BY FORM USING MULTIPLE CRITERIA 




Tribute Electronics: 


Employees: Filter By.. 


USING " ANP" _ 

— ET1 To enter the first criteria 
you want to use to filter the 
records, perform steps 1 
to 4 starting on page 186. 


k 


To enter the second 
criteria, click the blank 
area for the other field 
you want to use to filter 
the records. Then type 
the second criteria. 


B Click to filter the 
records. 
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■ Access displays the 
records that meet both of 
the criteria you specified. 

In this example, Access 
displays employees in the 
Sales department who 
earn more than $60,000. 


The word Filtered 
appears in this area to 
indicate that you are 
viewing filtered records. 

Q When you finish 
reviewing the filtered 
records, click to 
once again display 
all the records. 
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Tip 


How can I use multiple criteria to filter records? 



*1 


e 


1 Cooper TX 258 

2 Bibby CA 329 

3 Mullin NY 176 

4 Simak TX 346 

5 Jones TX 168 

6 Webb NV 182 



Texas A(Wl >200 

ID 

Last Name 

State 

Units 

i 

Cooper 

TX 

258 

4 

Simak ! 

TX 

346 1 




! 


California^ 

d r Texas 

ifcP 

Last Name 

State 

Units 

1 

Cooper 

TX 

258 

2 

Bibby 

CA 

329 

4 

Simak 

TX 

346 

5 

Jones 

TX 

168 


Filter records using "And" 

Displays records that meet 
all of the criteria you specify. 
For example, Texas and >200 
displays only customers living 
in Texas who purchased more 
than 200 units. 


Filter records using "Or" 

Displays records that meet 
at least one of the criteria 
you specify. For example, 
California or Texas displays 
customers who live in 
California or Texas. 
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Tribute Electronics:... Employees: Fitter by... 


Tribute Electronics:... ■ Employees : Table 


USINCi "OR" 

El To enter the first criteria 
you want to use to filter the 
records, perform steps 1 
to 4 starting on page 186. 

0 Click the Or tab. 


0 To enter the second 
criteria, click the blank area 
for the field you want to use 
to filter the records. Then 
type the second criteria. 

'“0 Click to filter the 
records. 


■ Access displays the 
records that meet at least 
one of the criteria you 
specified. 

In this example, Access 
displays employees in 
the Sales or Accounting 
department. 


The word Filtered 
appears in this area to 
indicate that you are 
viewing filtered records 

0 When you finish 
reviewing the filtered 
records, click to 
once again display all 
the records. 





























































